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" (e-80) :

| : C e S . ¥
. To bu Submitted to the Records Management vivision - H-21
. Hall of Records
Commission Holl of Records Commission :‘:;GE 1
1. Requesting Agency 2. Division or Bureau of Requesting Agency
OF CUMBERIAND, City Council

Dopartment of Finance and Revenue,
, City Collector

3. Authorization Réquestéd (Check only one of the squares below).

A

& - B C o
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- ' |¥X| - cords for which there is a continuing Originals if not mizrofilmed would be
pated. Records hove ceased to have volue - accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. " have value to warrant their retention after
. " the period of time indicated. :

4. : - -5. Description of Records : 6. Recommendation
ltem Describe records accurately.. Include title, form number, size of documents, of Hall of Records
N work or activity to which the. records relate, inclusive dates, and quantity and Board of Public
0 {cubic or linear feet) . Show recommended retention period. ' Works.
1l | ASSESSMENT CARDS . .. . . C oL .

- Sizes  5° x 8"

Datest 196l ww= S S

Quantitys 12 card drawers . .

File Arrangement: Alphabetical by name of owner o

The Assessment Cards are used in the office for ready reference i
1

]
place of the large Tax Collection Books (Item 2), giving the name of
the owmer, location and description of the property, assessment changg
by year, transfers of property with nemes of the grantor and grantee,

and the date. Cards are replaced as property is transferred or the
ards are compisted and noved to an inective i4le,

)

The Assessuent Cards are based on assessments made by Allezany
County and the State of Haryland, as the City of Cumberland does not
have the power of assessment. o

RECOMMENDATYON3

NOISSINWO) SA¥0J3Y 40 TIVH

RETATN FOR THREE YEARS AFTER TRANSFER TO TNACTIVE
STATUS, THEN DLSTROY.

t TAX COLIECTION BOOKS

© Siges ‘133" x 17" x 3"
Datect 1920 waw. .
Quantity: 123 volumes

File Arrangements Chronological
Audits Annual ocutside audit

The Tax Collection Books are prepared from the County assessment
sheets furnished to the City Collector by the County Supervisor of
Assossments, excepting the Corporation Eook, which is prepared from

the Certifications received from the Stete Department of Assessments
and Taxation,

(continuad)
lgency, Division or Bureau Representative
5[7{//%//)2{&\%44 .)')/IQMQ-'(/ G“//~(a3
| " Signature 4 ‘Title/’ Date
Lle Authorized as Indicated in Col. 6 by Hall of Disposol Authorized as Indicated in Col. 6 by Board of
‘ 3s Commission. Public Works.

i

Date Archivist Date
i

Secretary
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
.tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
2 (cont.) Tha Tax Collection Books give the names and addresses of the perw
sons assessed, the asscssments, the amount of the taxes, and the
account numbers, Payment of taxes is entered from the Da.ily Collec-
tion Journal (Item 3).
RECOI*EMENDA’I'IG\:

RETAIR FOR FIVE YBARS OR UNITL AJJDIT"D, WHICHEVER
IS LATER, THEN DE3TROY.

3 DATLY COLLECTION JOURNAL‘
Sizes  11® x 20" x 1%
Datess 1945 wee .
Quantitys 6 volumes .

File Arrangement: Chronological
Aud:.t: Annual outside audit

q1A0Y¥ddy

The Daily Collection Journal is a record of paynents of water and
sewage bills, giving the date and gzone, name of payee, the typs of

collsction, and the amount. This sheet is sent daily to the Depart-
ment of Water and Electric light with the pald water and sewage

stubs for preparation of the Water and Sewage Control Journal,
(Schedule M-20, Item 3).

RECOMMENDATIONs RETAIN 1"0‘! THREE IEARS OR INTIL AUDIT“D. HHICHEVER
’ . IS LATER, THEN DUSTROT. - N

k| TAX RECEIPT JCUR’NAL
' Size: 15" x 20" x 4"
Dates: 1955 —ww . _
Quantity: 18 volumes

File Arrangementt Chronological
Audits Annual outside audit

SOIHINGY SAYOIN 10 TVH

MOl

s
fl

This is a daily record of collection of taxes prepared from the
tax stubs, giving the date, the name of the payee, the amount paid
and interest, with bank deposits carried forward as totals. The Tax
Receipts Journal also conteins payments on rental of hangar space at
the -airport.

The Collector®s Deily Report of Collections, which is
prepared from this record, is .sent to the Comptroller for entering
in his Cash Receipts Journal (Schedule }M-19, Items 2 and 7).

The tax
collection etubs are sent to the Department of Water and Electric
Iight with the Daily Collection Journal sheet and paid water and

seuage stubs (Item 3) for entering in the Work Sheets (Schedule M-20,
Item 1).

RECCIMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, THEN DESTROY.

S LIEN PAYMENT JOURNAL

Sizes 11" x 128 x 2¢
Datest 1945 «=a

Quantity: 8 volumes
File Arrangement: Chronological
. fadits

Anmual outside andit

(continued)
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5. Description of Records

Q.-
No.

5 (cont.)

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records

and Board of Publuc
Works

1iens are placed against individual property owmers for the amoun
of an assessment for improvements made by the city.

* The ILien Paymen
Journal contains the names and addresses of thas liences and the amouy
of the assessment and interest, if any.

VWhen payment is made, a
notation of payment is entered in the Journal, This information is
forwarded to the Comptroller with the Collector'!s Dmily Report of
Collections (Schedule 14-19, Item 7). When books are completed, un<
paid liens are transferred and carried forward in the new book,
RECO{MENDATIONt. RETAIN UNTIL REPLACED AND FOR THREE YEARS THEREAFTE

rIICHL'VER IS IAT"‘R, THEN DES”‘RGY. .

Lo
OR. UNTIL ALL AUDIT REQUIREMENTS HAVE BEEN HE‘I‘. i
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